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INTRODUCTION

Purpose, Goals, Organization and Use of Personal Property Procedures Manual

This manual contains guidelines and procedures for personal property management within the Department of
Commerce, Office of the Secretary (O/S) and the Office of the Inspector General (OIG). These procedures are
established by the Department’s Personal Property Division. The managers, property accountability officers and
property custodians in all offices within the O/S and the OIG are accountable for the property they acquire.

The goal of this manual is to provide clear, concise, easy-to-follow procedures and guidelines for Property
Custodians. It supercedes the 2001 Personal Property Procedures Manual and reflects procedural changes to
more clearly define the roles and responsibilities of the O/S Personal Property Division.

Specifically this manual seeks to:

1. Define & distinguish the roles, responsibilities and levels of authority of the Property Custodian (PC),
Property Accountability Officer (PAO), Property Management Officer (PMO), Property Board of Review
and the O/S Personal Property Division respectively.

2. Identify procedural changes implemented by the O/S Personal Property Division,

3. Identify key property documentation information; provide suggested form samples; describe how to establish and
maintain property records (property, procurement, movement, final disposition); define and discuss reconciling
inventories; and compile other property management records and financial records/reports.

4. Provide PCs and PAOs with references for commonly used forms, documentation procedures, codes, and updated
lists of same within the O/S and OIG to maximize the opportunity for expedited information exchange and property
problem solving within the O/S and OIG.

To maximize clarity and ease of understanding for users, this manual is:

1. Organized to follow the progression and disposition of property from the point of property acquisition
through common property status changes to close-out.

2. Equipped with an Appendix that includes:
(a) Samples and Completion Instructions for Property Control Forms & Property Tracking Lists
(b) Guides to Commonly Used O/S Codes & Glossary of Property Management Terms
(c) Updated List of Property Custodians by Office with custodian codes.
It is our hope that this Personal Property Procedures Manual will prove to be a useful reference tool you in managing
your office’s accountable personal property. The understanding and use of this manual is mandatory for the Property
Accountability Officers and Property Custodians, for use in managing and tracking O/S and OIG personal property.

All policies and procedures related to personal property shall conform to the Departmental Personal Property
Management Manual(PPMM).




ACCOUNTABLE PROPERTY
Personal Property Defined

Personal Property is defined by the Department of Commerce (DOC) Personal Property Management Manual (PPMM),
in Section 4.002d as:

“Property of any kind or interest therein, except real and related property (as defined in FPMR 101-

43.001-27), records of the Federal Government, and naval vessels, cruisers, aircraft carriers, destroyers
and submarines (FPMR 101-43.001-23).”

Non-Expendable Personal Property Defined

Non-Expendable personal property is defined by the DOC PPMM as property that is:
“...complete within itself, does not lose its identity or become a component part of
another article when put into use, and is of a durable nature with an expected service
life of one or more years.”
Given the description above, non-expendable personal property includes all durable personal property fully

operational on its own, when first acquired, that does not in any way loose its original operational integrity in
the course of its expected service life of at least one year or more.

Accountable Property Defined

Accountable Property, required to be bar coded and tracked in accordance with the provisions of the DOC
PPMM 4.200, includes property in at least one of the following categories:

1. Equipment meeting or exceeding an individual item acquisition cost of $5,000.00.

2. Any personal property appearing on the ‘Mandatory Sensitive List’ or on any ‘Individual Office’s
Sensitive List,” regardless of individual item acquisition price.

3. Any equipment leased by the O/S or OIG.

4. Any equipment on loan to O/S or OIG. We need to track accounting class and object class for
identification only, not depreciation.

5. Any furniture with an individual item acquisition cost of $5,000.00 or more.

6. All software with a cost of $25,000 or more.

Note: All 31XX series Object Class Codes represent accountable property.




Non-Accountable Property Defined

Non-accountable property is defined as any non-expendable personal property including furniture, fixtures,
accessories, software, or equipment that is not otherwise considered accountable. Non-accountable personal
property is not barcoded or entered into the Personal Property Management System and is the responsibility
of Office Managers and Supervisors to control.

In contrast, accountable property is tracked by the O/S Personal Property Division in the Personal Property
Management System during the course of its useful life from acquisition to close-out. The status of non-
accountable property is only reported to the Personal Property Division at the conclusion of its useful life,
when it is to be excessed. When non-accountable property is excess, a Personal Property Control Form (CD-
50) is completed by the PAO or PC and submitted to the O/S Personal Property Division.

Clarification of Taggable, Trackable Property

All accountable personal property should be barcoded with a Commerce Bar Code tag, documented with a
Personal Property Control Form (CD-50), and tracked in the Personal Property Management System from
acquisition through final disposition.

Capitalized and Non-Capitalized Accountable Property

Accountable Property, falls into two basic categories:

Capitalized. Non-expendable personal property has a value which is charged to an asset account
(general ledger control account), and is accounted for during the life of the property.

Non-Capitalized. Non-expendable personal property, has a value which is charged to an expense
account either when issued for use or at time of receipt, and is accounted for during the life of the

property.




Mandatory Sensitive Property List
Definition

Sensitive property is defined as non-expendable items that may be converted to private use, or have a high
potential for theft, these items shall be recorded and controlled as accountable equipment. For the purpose of
this Manual, such items are referred to as sensitive items.

The PPMM lists the following items as sensitive for the entire Department of Commerce. This list
constitutes the Mandatory Sensitive List. Individual Offices can develop their own Sensitive Lists based on
equipment type and a variety of risk factors specific to their own environment or setting. Offices may add to
this list, but may not delete from it.

The O/S Mandatory Sensitive List

Firearms

Desktop and Tower Computers

Laptop, Notebook, and other Portable Computers
Hand-held Computers

Color Printers

Laser Printers

Desktop Plotters

Graphic Tablets

CD-ROM Disk Drives (read and write)
DVD-Players and Recorders

External SCSI Disk Drives

External “Firewire” Disk Drives
Desktop Scanners

Hand-held Scanners

Digital Cameras

Video Cameras

Televisions

Video Cassette Recorders and Players
Fax Machines '

Multi-purpose Fax, Printer, Copy Machine
Global Positioning System (GPS) Devices
Photocopy Machines

Procedure

In the event that an Office Sensitive List is developed by a PAO, a copy of the list shall be forwarded in
memo form, mail or e-mail, to the O/S Personal Property Division, HCHB, Room 2868.



PROPERTY MANAGEMENT NETWORK

Overview

Personal property management in the Department of Commerce within the O/S and OIG is accomplished by utilizing
a hierarchal network of officials including the Property Management Officer (PMO), the Property Accountability
Officer (PAO), the Property Custodian (PC), and the Property Boards of Review.

The roles and responsibilities for each component part of the network are described below and are drawn from the
Personal Property Management Manual with some deviations intended to reflect recent O/S management procedures.

An expanded explanation of some items listed below may appear in other sections of this manual. The PAOs and
PCs should not rely on the abbreviated lists below.

O/S Personal Property Division
The O/S Personal Property Division has the functional responsibility for all personal property in the O/S and OIG.
This office is the liaison between the PAOs, Shipping and Receiving staff, Warehouse, Working Capital Fund
Administrator, and the NIST Finance Office, Financial Services Group. This office is also the liaison between the
Department of Commerce (DOC) and the General Services Administration (GSA) for excess property. The Property
Management Officer for O/S is also the Personal Property Division Chief. Responsibilities include:

1. Administering the network of PAOs and PCs within the O/S and OIG;

2. Training and updating PAOs and PCs within the O/S and OIG on new property procurement,
operational, tracking, documentation, or inventory procedures;

3. Providing data entry of all property into the Personal Property Management System;
4. Managing the personal property tracking and inventory database;
5. Issuing property reports on an as needed basis;

6. Coordinating with the Office of Budget & Procurement to ensure that all accountable property gets
reported and tracked;

7. Coordinating with the NIST Finance Office to ensure that all accountable property is reflected
accurately in the general ledger;

8. Maintaining full documentation on all accountable property and physical inventories;

9. Providing guidelines for and assisting PAOs and PCs with reconciling their semi-annual physical
inventory with the Personal Property Management System;

10. Preparing year-end close out accountable property lists for all O/S PCs/PAOs for year-end
accountable property certification; '

11. Providing accountable property information for O/S and OIG offices to the NIST Finance Office for
pre-audit reconciliation with the general ledger and FARS accounting system;

12. Providing O/S accountable property information to the Office of the Inspector General and their auditor
upon request;




13.

14.

15.

16.

17.

Property

Reviewing excess documents;
Processing and entering data on all excess property;
Coordinating excess property with the warehouse and securing its final disposition instructions;

Providing all personal property services, tracking, excess, database administration, and audit
preparation for the Office of the Inspector General; and

Coordinating and providing policy and procedural support to Inventory Custodians of the Stock
Program.

Management Officer (PMO)

The PMO for O/S and OIG is an individual appointed by the Director for Administrative Services for the Office of
the Secretary who has the knowledge, stature, authority, and accountability required to effectively control the

acquisition,

use and disposal of personal property. O/S provides personal property services to the OIG and,

therefore; assumes the responsibilities normally performed by the PMO. The PMO for O/S has been delegated
authority and responsibilities for overall personal property management within the O/S and OIG, including defining
the accountability areas. The PMO utilizes the staff assigned to the O/S Personal Property Division to manage all
aspects of personal property for the O/S. Responsibilities include:

1.

10.

11.

Providing direction, leadership, and general supervision in the implementation and maintenance of the
property management program throughout O/S and OIG;

. Establishing and maintaining bureau level procedures to satisfy the requirements of the Department’s

Personal Property Management Manual (PPMM) and various laws and regulations referenced therein;

. Defining the areas of accountability within O/S;

Establishing and training the O/S and OIG property management network of PAOs, PCs, and the
Property Board of Review;

. Developing and implementing inventory schedules for O/S and OIG activities, monitoring inventory

progress and reconciling property records with the financial accounting system;

Compiling year-end lists of accountable property for the signature of and certification by each PAO
and PC within the O/S and OIG;

Ensuring required reports are provided;

Providing PAOs with disposition instructions in accordance with the Federal Property Management
Regulations (FPMR);

Coordinating the deletion of excess property from the Personal Property Management System based on
GSA'’s final disposition;

Ensuring that lost, stolen, or damaged property is investigated in accordance with the PPMM, 4.900;
and

Convening the Property Board of Review to rule on lost, stolen, damaged or cannibalized property
incidents with an acquisition cost of $5,000 or more when deemed appropriate.




Property Accountability Officer (PAO)

The PAO:s are designated individuals responsible for the effective administration and maintenance of personal
property within the accountability area for which he/she has been designated. PAOs are selected by the Office
Directors within the Office of the Secretary. PAOs maintain detailed records on personal property for their
accountability area. PAO duties are collateral and responsibilities include:

L

\O

10.

11.

12.

13.

Property

Ensuring the effective administration and maintenance of a system for control and accountability of
personal property assigned to their accountability area;

. Defining custodial areas within the accountability area and appointing Property Custodians (PCs) in

writing;

. Ensuring that PCs have current lists of assigned accountable property;

Ensuring that CD-52 "Report of Review of Property" for lost, damaged, or destroyed personal property
are provided to the PMO for action within 5 days of the status change. Ensuring that unneeded
personal property is promptly reported for reutilization, redistribution or disposal;

. Ensuring Property Custodian name change or their own retirement is promptly reported to the PMO via

memo;
Assisting the PMO with physical property inventories;

Ensuring that physical inventories taken are complete, reconciled, and discrepancies are investigated and
resolved;

Ensuring the availability of source documentation for all capitalized property;
Maintaining detailed records on personal property for their accountability area;
Supervising the PC, as necessary, in affixing bar code labels on all accountable property;

Certifying the accuracy of property items in his/her accountable area of responsibility by verifying and
signing the certification statement for the year-end inventory;

Ensuring proper reporting to the O/S Personal Property Division, all newly procured property within
five days of receipt; and

Ensuring all contractor-held and grantee-held government personal property (O/S furnished or
Contractor-purchased) is properly documented, recorded, and disclosed.

Custodian (PC)

The PCs are designated individuals who have the authority and responsibility for the immediate physical custody of
all personal property in their custodial areas. PCs should be assigned manageable custodial areas such as a Division
or Office and be physically located at the same location as the personal property for which they are responsible. PC
duties are collateral and responsibilities include:

1. Maintaining current custodial records (copies of Order for Supplies/Services/other acquisition

documents; property loan/lease/transfer/excess, other change forms, lists of sensitive items, receipts for
items signed out, etc.) for all accountable personal property within their assigned custodial area;

7




8.

9.

- Initiating, in coordination with the PAO, documents affecting the accountability and custody of personal

property including CD50s, CDS52s, etc.;

Identifying and reporting to the PAO any excess property;

Submitting appropriate reports promptly to the PAO for lost, damaged, destroyed, or cannibalized
property;

Assisting with physical inventories and reconciling inventory records;

Assisting with employees separation clearance process by accounting for assigned property and signing a
“Separation Clearance Certificate;”

. Affixing bar code labels on accountable property;

Maintaining records of property loaned for off-site use or out for repair; and

Ensuring loaned property is returned in the same condition.

Management

Supervisors and managers should support the PCs in executing his/her responsibilities by establishing and enforcing
internal administrative and security measures necessary to ensure proper protection and use of Government property.
Supervisors are also responsible for:

1.

2.

Notifying the PC when personal property becomes excess;

Notifying the PC when personal property is lost or missing;

. Ensuring that personal property, including property available from excess is only acquired for official

Government use and not for personal use; and

. Ensuring that all personal property (including non-accountable personal property) is safeguarded, used

for official purposes only, and disposed of in accordance with applicable policies and procedures.

Employees

Each O/S and OIG employee who uses, supervises the use of, or has control over Government property, is
responsible for that property. Responsibilities include

1.

Ensuring the proper use, care, and protection of all personal property in their possession, custody, or
control;

. Ensuring that personal property in their possession, custody, or control is used only for Government

purposes, and not for personal or private use;

. Reporting immediately to supervisor and PC any personal property out of service, lost, or missing;
. Notifying the PC when personal property becomes excess to their needs; and

. Notifying the PC before removing personal property items, or bringing property items into an assigned

8




5. Notifying the PC before removing personal property items, or bringing property items into an assigned
custodial area.

Property Board of Review

The PMO appoints a Property Board of Review who review incidents involving loss, damage, or destruction of
Government property and give O/S Personal Property Division permission to remove personal property items from
the property records, financial accounts and Personal Property Management System. They also determine the

financial liability for loss or damage of such property and provide authorization for removal of items from official
property records.

Property Board of Review consists of three or more members, one of whom shall be designated as Chairman.
PMOs, PAOs, or PCs shall not serve on a Property Board of Review. The PAO may act, however, in an advisory
capacity. They should be composed of at least one individual who is otherwise knowledgeable about the personal
property management process. Boards of Review may be appointed on a case-by-case basis depending on the
circumstances of each case.

The power and role of the Board of Review will be explained further in the section of this manual on lost, stolen,
destroyed, damaged or cannibalized accountable property.

Reviewing Authority

The Director for Administrative Services is the reviewing authority for employee appeals on adverse findings of the
Property Board of Review. The Director for Administrative Services will review the case on appeal, consider all the
facts of the case as presented by the employee as well as the Property Board of Review, and will make a final
determination. The decision of the Director for Administrative Services as reviewing authority, is final.




RECORD KEEPING

Maintaining Property Records

At this time, property files and records kept by individual Property Custodians and Property Accountability Officers
are non-standardized and are organized by each PC and PAO based on individual preference. While the O/S
Personal Property Division does not wish to require standardization at this time, forms are included in this document
that might prove helpful guides for property record keeping (see Appendix).

PC’s and PAO’s may make accountable property tracking easier by maintaining uniformity in the type, retention of
the records documenting loans, movement of accountable property outside its original custodial area, authorization
to remove property from government buildings, and submission of documentation, (including excessing of non-
accountable property) to authenticate the records contained in the Personal Property Management System. (See CD-
50 Form and instructions for excess property, the OF-7 Property Pass Form, CD-547 Off-Site Accountable Property
List, and CD-546 Loan Agreement and Receipt in the Appendix).

PCs and PAOs should prepare for semiannual inventories by utilizing a list of existing accountable property or by
requesting a list of their accountable property from the O/S Personal Property Division. The PAO and PC should
also have a list of all room numbers available for their custodial area.

Records Kept by the PC

The Property Custodian should retain a copy of accountable property documentation in files (typically arranged by
Bar Code number) before they forward the document to their PAO to sign off, prior to sending to the O/S Personal
Property Division. In addition, the PC should verify accountable property by requesting printouts of their
accountable property from the O/S Personal Property Division,

PCs should maintain an up-to-date listing of all accountable property that is in use off-site. Loans of accountable
property should always be processed through the PC and/or their PAO. Any loan of accountable property discovered
after the fact by the PC and/or PAO should be immediately documented. (See DOC Off-Site Accountable Property
List in Appendix). All property leaving Government space should be accompanied by an OF-7 Property Pass (See
Forms Section of Appendix).

Specific documentation in the form of source and control records are repeated in various sections of this manual as
different property transactions are discussed.

Records Kept by the PAO

The Property Accountability Officer, is the primary record keeper for all accountable property in their assigned
accountability area(s). The PAO retains copies of all source and control records for each piece of accountable
property during its useful life, copies of the contract or contract amendment supplied by the COTR for accountable
property acquired by a contractor for the Government. The PAO also controls records for non-accountable property
being excessed and documentation on all accountable property loaned to employees or others for off-site use, unless
this responsibility is delegated to the PC.

10



Records Kept by the PMO/Personal Property Division

The O/S Personal Property Division maintains an extensive hard copy filing system by barcode on all accountable
property reported within the O/S and OIG, complete with the source and control records provided by PAOs and PCs.
In addition, property inventory reconciliation information and documentation is retained in hard copy files by
custodian number.

The primary Personal Property Management System utilized by the O/S Personal Property Division is an electronic
database containing descriptive, accounting and inventory information on each piece of O/S and OIG accountable
property. The property information within the Personal Property Management System is extensive. It provides
various viewing, searching and sorting features. A history table, documenting every change made to each item of
accountable property is also available.

Records Available from the PMO/Personal Property Division
Descriptive Property Information Available

Descriptive property information in the Personal Property Management System including: Custodian name, building,
room, bar codes number, description code, property description, manufacturer, model, serial number, property type
code, condition and possession code.

Accounting Information Available

Accounting information available on each item including: document number, document type, receipt, date,
acquisition date, acquisition amount, accounting class, funding type, object class, and expected life.

Inventory Information Available

Inventory information available on each item of accountable property includes the latest inventory date, time and
inventory technician’s name as well as the status of the property for the current inventory. Inventory information
also includes if an item was reconciled for the most current inventory.

Historical Information Available

Historical information available on each item of accountable property includes: all changes to that property item; the
date and time the change was made; the authorized system user who made the change; and a general remarks column.

The O/S Personal Property Division will issue a report to any requesting PC or PAO on property within their
assigned custodial or accountability area. The Personal Property Division can customize a property report to meet
individual PCs or PAOs needs; research problems or missing equipment; and assist the PC and PAO in the inventory

preparation and reconciliation process. The O/S Personal Property Division will produce the year-end property list
for certification.

Supporting Documentation

Supporting documentation consists of documents that are used to support: (1) the Property System records; and (2)
management use in its overall program planning, evaluation, financial statements, and control functions. Both types
of records must be maintained for each personal property item.

11



Source Records and Control Records

All formal personal property records shall be maintained by the PAO and/or PC for property items under their
jurisdiction. In addition, the O/S Personal Property Division will maintain files on all O/S and OIG property.
Normally, supporting documentation tracks personal property items from the time they enter O/S to the time they are
surplus by GSA and formally removed from the records. Source records (documents pertaining to the acquisition of
personal property and its cost) consist of any the following basic documents:

1. Copy of the Order for Supplies/Services (OF-347) (more commonly known as a Purchase Order,
Contract or Lease), Vendor Invoice (when available); or Purchase Requisition (CD-435, if Order for
Supplies/Services is not available) or Bankcard Statement.

2. SF-122, Transfer Order, Excess Personal Property

3. Loan Document or Memo

4. For partially received orders, an Invoice/Receipt Certification (CD-406) used in lieu of (OF-347)

5. Lease Documents (when available to supplement the OF-347)

Every property file folder will contain, the OF-347 (or other source document) listed above. If unavailable, a
completed CD-50 or Personal Property Worksheet will be used in lieu of the prescribed source documents.

The purpose of maintaining the source documents listed above is to ensure the property is owned by the government,

and that it is accounted for in O/S property records and financial records accurately. Source documents pertaining to

the acquisition of personal property and its cost must be retained for 3 years following the property disposition
date.

In addition to source records, personal property control records must be maintained in the item file folder through its
life, as described above. Control records for personal property includes records needed for effective personal
property management (i.e., changes to description or location, change in status of utilization, transfer, disposal and
non-accounted property). Key information from both source and control records is entered in the Personal Property
Management System.

The following documents/forms are considered control records:
1. Personal Property Control (CD-50)
2. Report of Review of Property (CD-52)
3. Property Pass (OF-7)
4. Property Loan Agreement and Receipt (CD-546)
S. Property Hand Receipt
6. Report of Excess Personal Property (SF-120)

7. Transfer Order, Excess Personal Property (SF-122)

12



Cut-Off Dates

Since there is no satisfactory way to develop source documentation after the fact, the Federal Accounting Standards
Advisory Board (FASAB) has proposed in two issue papers that agencies establish a cut-off date for dealing with
unsupported valuations of personal property. O/S and OIG concur with the following FASAB statement for
establishing a cut-off date.

(The cut-off date for unsupported PP&E valuations should be reasonable, such as the beginning
of the fiscal year after the passage of the Chief Financial Officer’s Act of 1990, or the first year
Jor which financial statements were prepared, and fully disclosed).

The first financial statements under the CFO were prepared for fiscal year 1996. As a result, the Department and the
Inspector General have determined October 1, 1995 as the cut-off date for maintaining full source documentation for
personal property items entered in the Personal Property Management System. Further, O/S and OIG must collect
all documentation for capitalized items (property that cost $25,000 or more) from October 1, 1995.

For all property acquired during fiscal year 1995 and prior, the files should contain the source documentation that is
still available (refer to list appearing earlier in this section). If additional information exists in the files that
contradicts the source documentation, a memo to the file should also include a statement as to which document is
most reliable and why. If these source documents or other supporting documentation cannot be located, then the
PAO must complete a Personal Property Worksheet which details actions performed in placing a value on the item.

A worksheet should be completed for each property item and should be maintained in a file with any other related
data.

For all personal property acquired during fiscal year 1995 and subsequent, the files must contain the appropriate
source documentation (refer to list appearing earlier in this section). If source documentation is not available, then
the item is considered unsupported and the PAO must complete a Personal Property Worksheet for each piece of
property and maintain it in a file with any other related data. Having a worksheet on file for capitalized items is
essential as this information is recorded on O/S’s and OIG’s financial statements.

13




ACQUISITION

Acquisition of Property by Order for Supplies/Services or Contract

Property can be acquired by Order for Supplies/Services or contract, by loan, by incoming transfer, by donation,
and/or by lease. (Reminder: Procurement of accountable property with a bank (credit) card is not allowed within
O/S without a waiver from the PMO.)

All purchases of accountable property should be made on a CD-435, Procurement Request Form (See the Appendix).
This form is available electronically from the Department of Commerce Electronic Forms Website at

www.doc.gov/forms/default.htm. The CD-435 is converted into a OF-347 by the procurement official when the
purchase is authorized.

Acquisition of Property by Contractor on Behalf of the Government

Some contracts allow the Contractor to procure property on behalf of the government. In these instances, the PAO
shall coordinate with the designated Contracting Officers Technical Representative (COTR) to ensure all contractor-

purchased accountable personal property is documented, and recorded in accordance with procedures described in
this manual.

The COTR must provide the PAO with a copy of the contract or contract amendment authorizing the acquisition of
the personal property and the vendor invoice.

Acquisition of Property by Loan, Incoming Transfer or Donation

The receipt of accountable property by loan, incoming transfer or donation should be documented by completing a
Personal Property Control Form CD-50 (See Forms Appendix).

Acquisition of Property by Lease

The receipt of accountable property by lease should be documented by completing a Personal Property Control Form
CD-50 (See Capitalized/Non-Capitalized Lease Appendix).

Reporting Property Acquisitions

Upon receipt of the accountable property, the PC will attach a barcode label to the item (see barcode Procedures in
following section) and record descriptive and location information about the accountable property on a CD-50 (See
Forms Appendix). Once a copy has been made for the PCs files, the original of the completed CD-50 is submitted to
the PAO for review before it is sent to the O/S Personal Property Division The PAO should keep a copy of the CD-
50 and source documentation for their own property records. The acquisition date is the date that appears on the
official order document. The location of the acquired item should be clearly recorded on the CD-50. The
procurement document or other source document should be attached to the CD-50 before it is forwarded to the O/S
Personal Property Division. If there are several items on the procurement document, the barcode number should be
written directly on the procurement document indicating which barcode is for each line item or set of line items.

When new property is received, it is essential to match it with the proper procurement document. If the property is

received ahead of the procurement document, the PC or PAO should barcode it. If a month has passed and the PAO
is still waiting for the documentation from the PC, he/she must investigate.
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The PC and PAO should complete the processing of newly acquired property within 5 days of its arrival (labeling,
document collection, and forwarding to the O/S Personal Property Division.

Even when there are no immediate plans to use new property, the PC should ensure that the item is in working
condition, place a barcode on it, and report it to the O/S Personal Property Division. This simple step will benefit
O/S in two ways. First, if a problem is discovered with the item's operation or condition, it can be returned while the
item is covered by the warranty. If there are no problems, the OF-347 can be signed accepting the property for the
Government, and the bill can be paid before interest charges start accruing. O/S and OIG can reap substantial
savings from this action. Second, there will not be a lengthy delay between the payment for the item and the

property being entered into the property records, thus avoiding the problem of the payment appearing as an
unreconciled procurement.
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BARCODING

Barcoding Requirement

All accountable personal property must be barcoded. As defined earlier, accountable property is:
1. Equipment and furniture meeting or exceeding an individual item acquisition cost of $5,000.00,

2. Any personal property appearing on the ‘Mandatory Sensitive List’, or on any ‘Individual
Office Sensitive List’, regardless of individual item acquisition price,

3. Any equipment leased by the O/S or OIG meeting capitalized lease standards,
4. Any equipment on loan to O/S or OIG,

5. Any software with an acquisition cost of $25,000 or more, and

6. All contractors or grantee accountable or sensitive personal property.

All other property which has an acquisition cost of less than $5,000 need not be barcoded.
Obtaining Barcodes

Bar codes come in “peel-off” sheets of 80 to a sheet. They are available from the O/S Personal Property
Division and can be requested in person in Room 2868 of the HCHB building, or by email or a memo to the

Personal Property Division. A record is kept by the O/S Personal Property Division of the requesting PC or
PAQ, and the Bar Code numbers.

Barcode Location

To make findings, reading, and recording the item's property number easier, barcode labels should be
attached in the same place on all similar property items. The label should be visible and easily reached from
the front of the item. Never place labels behind, inside, underneath, or in hidden nooks and crannies. If
necessary, a label may be cut to fit an odd shaped item. Always leave a 1/4 inch section on each end so it can
be easily and quickly scanned. To help the scanner accurately read the label, it must be placed on a smooth

surface with its long side perpendicular to any curved areas.

Barcoding Computers and Peripheral Equipment

If a monitor cost less than $5,000 it is considered part of the CPU, or main part of the computer, and its cost
is considered part of the CPU. If the cost is $5,000 or more, it is tracked separately. Internal devices, e.g.,
modems or interface cards, are not barcoded. They are considered as part of the main system and the costs
are included in the cost of the CPU. If internal devices are bought later, and they cost more than $5,000
each, they must be accounted for by adding their value to that of the system. External devices, no matter how
little they cost, nust be barcoded and recorded in the Personal Property Management System. (An exception
is made for the keyboard, trackball, and mouse which are included as part of the CPU cost.)
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PC/PAO Responsibility for Barcoding and Follow Up

The PC, under the supervision of the PAO, Barcodes all accountable property not previously in the O/S
Personal Property Management System. The PC documents source information about the property, its
location, Barcode number, serial number, make, model, and manufacturers on the CD-50 which he/she
completes within five days of the arrival of the property. The PC then retains a copy of the CD-50, attaches
the proper source documentation, and forwards the CD-50 to the PAO prior to its submission to the Personal
Property Division. If it is preferred, the PAO can assume this responsibility.

Barcodes and the Personal Property Management System

Once the label has been attached to the item, it becomes the property identification number (PIN). When the
O/S Personal Property Division receives the CD-50 with the Barcode number and source information on the
accountable property, they enter that information into the Personal Property Management System. That
unique bar code number tracks this piece of accountable equipment, from this point forward. Throughout
the life of the property, all transactions regarding this property must include this Barcode number. Barcodes
as well as serial numbers should be recorded on supporting documentation, i.e. invoices, receipts, etc. to
assist the Personal Property Division in easily identifying information about this property.

Errors Recording Barcodes
Errors in recording or reporting Barcode numbers on another CD-50 as a “Change.” (See Forms Appendix)
Removal/Replacement of Barcodes

The unwarranted removal of a Barcode label from an accountable piece of property without authorization
may be interpreted in a court of law as evidence of an attempt to convert the property to personal use, a
criminal offense under 18 U.S.C. 641.
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TRANSFERS

When reporting transfers of property, the PC will complete the entire CD-50. The following transfer
scenarios should enhance the management of personal property at the PAO and PC levels and facilitate
physical inventories:

1. When an item is moved to a different PC’s area under the same PAO, the PC should notify the
PAO prior to the move. The PC should complete the CD-50, and sign as the Releasing Official.
The gaining PC should sign as the Receiving Official. Both PC and the PAO should receive a
copy of the CD-50. The original CD-50 should then be forwarded to the O/S Personal Property
Division for data entry. The change should be reflected in the subsequent monthly PC reports
for each affected PC. The documentation should also be moved from the releasing to the
receiving PCs.

2. If an item is moved between PC’s areas under different PAOs, the releasing and receiving PAOs
coordinate the exchange and keep the affected PCs informed. The releasing PAO/PC completes
the CD-50. All related documentation is transferred from the releasing PAO/PC to the receiving
PAO/PC at the time the equipment is transferred. The CD-50 should then be forwarded to the
O/S Personal Property Division for data entry.

3. If an item is moved from O/S or OIG to another Commerce bureau, the procedure for transfer
from PAO to PAO should be followed. The CD-50 should be forwarded to the O/S Personal
Property Division for data entry.

If the shippinyreceivihg office must move the property, forward the CD-50 to the Shipping/Receiving
Office, Room BS511. The receiving office foreman will schedule delivery and will retain a copy of the CD-
50. A copy of the CD-50 will be delivered with the property for the receiving PC/PAO’s signature.

The receiving PC/PAO will complete the accounting class block (if necessary), sign as the receiving official,

retain a copy of the CD-50 and forward a copy of the CD-50 to the O/S Personal Property Division for entry
into the Personal Property Management System.
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LOANS AND TEMPORARY USE

Policy Concerning Loans of Personal Property

It is the policy of O/S and OIG that loans of personal property are to be discouraged. It is understood,
however, that certain, special, justified circumstances occur in which a loan provides the best use of the
federal property. The office, program, function or mission of O/S or OIG must not be impaired by this action.
Vehicles may never be loaned.

Authorized Borrowers of O/S Property

O/S and OIG property in the Washington metropolitan area may be loaned to other O/C Property Custodians,
to other government agencies, to non-government personnel, such as contractors; or institutions, such as
Universities for situations in which there are documented benefits to the Federal government which will result
from such a loan.

Length of Loan

The period of the loan must be clearly defined. There is no such thing as an indefinite loan. Thirty (30) days
or less is considered to be a normal loan duration. With significant justification and approval, loans may be
made for a maximum period of one year. If the personal property is still required after a loan duration has
expired, a renewal must be initiated. Renewals must be undertaken with the same justification and approval
requirements as a new loan.

Borrower’s Responsibilities

Except for deterioration from normal use, property must be returned in the same condition as it was before the
loan. All damages, repairs, and replacement costs are the borrower's responsibility. Transportation of the
property must be undertaken by the borrower. When asked, the borrower must be capable of telling O/S
where the property is located, and, if required, to deliver the property to a designated location for physical
inventory.

Loan Procedures

When recording loans of personal property from one PC’s area to another, the PAO lending the property, in
consultation with the lending PC, will complete the entire CD-50.

Requests for approval of a loan to other government agencies, contractors, or private institutions are submitted
to the PAO via a justification memorandum from a program manager with a Property Loan Agreement and
Receipt Form attached (See Forms Appendix). The conditions of the agreement as set forth under
“Conditions of Loan” on the form may not be changed, but may be expanded under item 8 of the Property
Loan form.

The Justification Memorandum must:

1. Declare that the property is not currently required by the owning organization.
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2. Declare that the property is not excess property, that it will still be needed by the
office upon its return to the loaning unit.

3. Declare that the loaning office will not require a substitute item from excess or
other sources during the duration of the loan.

The Property Loan Agreement and Receipt Form must:
1. Briefly state the purpose of the loan

2. Completely describe the property being loaned, including the Commerce barcode
and serial numbers.

3. Specify the period of the loan agreement.
4. Be signed by the loaning PC in the signature block in the upper right-hand corner of the form.
5. Have the appropriate management approval signature.

6. Have the borrower’s signature and agreement to loan restrictions.

For additional requirements on loaning personal property, refer to Chapter 3, of the DOC PPMM.
Keeping Track of Loaned Property

The original of the Property Loan Agreement and Receipt Form is retained by the loaning PC, a copy is given
to the borrower, a copy is kept by the PAO, and a copy is sent to the O/S Personal Property Division. The
loaned property will remain in the inventory of the Property Custodian loaning the property. During annual
physical inventories, the PAO must account for it to the O/S Personal Property Division.

Temporary Use of Property Outside the Custodial Areas by O/S Employees

If an individual is required to perform official government work at home, in the field, or while on business
travel, property items needed for job performance may be temporarily “loaned”. O/S employees may “borrow”
an item, such as a laptop computer, and take it out of an assigned custodial area if they must use it to perform
specific tasks outside of normal work locations or after hours. Personal property or sensitive items may not be
temporarily “loaned” for personal employee use.

Temporary Use Approval

The immediate supervisor has authority to approve temporary use “loans” of personal property to O/S
employees for time periods not to exceed two (2) weeks. For temporary use “loans” expected to exceed two
weeks, the PAO must approve the loan.

Temporary Use Procedures

The employee must initiate a CD-546 “Loan Agreement/Receipt” request stating the purpose of the temporary
use “loan”, describing the property item (including the barcode number and serial number), acknowledging
responsibility for it, and agreeing to return it no later than a specified date. The supervisor approves the form
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and forwards it to the PC. The PC approves the form. The original is maintained in the property custodian's
files; a copy is provided to the individual; a copy is forwarded to the PAO, and a third copy is forwarded to the
O/S Personal Property Division.

(Note: This CD-546 request does not serve the same purpose as a Property Pass (See Forms Appendix). The
Property Pass is used as a permission form to remove property from the building and must be presented to the

guard.

CHANGES

When the status of accountable property changes, the PC completes a CD-50, marks the “CHANGE” block
CD-50, and indicates the type of change. (See Forms Appendix) Types of property changes required to be
reported on a CD-50 includes: reporting of recording errors and general changes, i.e. change of room number;
change Barcode number.

As with the completion of the CD-50 generally, the PC makes a copy of the document, forwards it to the PAO
for review and submits the original, along with any other necessary documentation, to the O/S Personal
Property Division for entry into the Personal Property Management System.
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DISPOSALS
Reporting Excess Property

The PAO, O/S Personal Property Division staff, NOAA Warehouse staff, and GSA work together to remove,
screen, and/or dispose of excess personal property. At any time during this process, PCs should feel free to
call O/S Personal Property Division with any questions or concerns.

All requests within O/S or OIG for excess property must be coordinated between the PC, PAO and the O/S
Personal Property Division. The PC contacts the PAO and requests that excess property be removed from
his/her accountable area. The PAO evaluates the property for use in another custodial area. If excess is found,
a transfer is made (follow transfer instructions). If property is excess to the entire accountable area, a CD-50 is
prepared as indicated in the forms section of the Appendix.

When reporting property as being excess to the PAO or PC, the PAO or PC completes the CD-50 and types in
the information as instructed in the Forms Appendix. All personal property (both accountable and non-
accountable) must be reported and disposed of in accordance with government regulations (refer to Chapter 5,
of the DOC PPMM).

The releasing PAO forwards the CD-50 to the O/S Personal Property Division. The O/S Personal Property
Division verifies the information in the PPMS (Personal Property Management System) and forwards the CD-
50 to the Shipping & Receiving Office located in Room B511, and retains a signed copy of the CD-50. The
Shipping/Receiving Office will schedule the excess property to be picked up. The items are first forwarded to
a holding area in BS11 and then moved to the NOAA Warehouse. Once confirming signatures indicating
receipt by the NOAA Warehouse, the Personal Property Division will move the item to Excess in the PPMS
confirming that the item is in the Warehouse.

The Excess Property staff at the NOAA Warehouse will enter the item into the Agency Asset Management
System (AAMS) for the property to be reported to GSA. GSA will return disposition instructions to the NOAA
Warehouse staff, who will return the instructions to the O/S Personal Property Division or enter the items in the
PPMS. Using the GSA instructions, the O/S Personal Property Division retires the item as a disposal from the
PPMS. Files are maintained by all offices for at least three (3) years.

Trade-In of Equipment

When appropriate, equipment can be traded-in to help defray the cost of a like new item. Guidelines have been
developed to make trading in property easy and fair. Before the item can be exchanged it must be considered
excess to the needs of the O/S or OIG, and the Department of Commerce.

A financial depreciation schedule lists an item's approximate worth at a given time. An example would be the
“blue book" which gives a car dealer the approximate worth of a trade-in. GSA has developed similar
documents for all kinds of property. These must be used to determine the true worth of the item for trade.

The items to be traded-in should be comparable in value, or a lower valued item like an obsolete computer can
be traded for a higher valued item such as a computer. Trade-ins should be reported to the O/S Personal
Property Division on a CD-50 “change,” with a copy of the Order for Supplies/Services (OF-347) documenting
the trade-in as an attachment.
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Obsolete Computer Software

The following procedures are based on information acquired from the Software Publisher’s Association. Most
of our software programs are not owned outright. A licensing agreement is undertaken with the publishing
company. Each one varies, so these are general rules of thumb.

There are three ways to dispose of obsolete software. An individual may pursue the one which best meets
his/her needs:

Donation. If you wish to give software to another group or individual, contact the program's
publisher who may have a list of approved recipients. Word Perfect is a prime example of this. If you

contact them, they will give you names of people or organizations whom they permit to receive copies
of outdated software.

Disposal. Obsolete program discs may be either conventionally reformatted, or passed in front of a
strong magnet. e.g., bulk tape eraser. Both processes ensure that the data has been permanently
removed and the disc can be reused for other purposes. Once either of the processes has been
accomplished, these disks are treated as simple supply items, which fall below the threshold for excess
screening. Additionally, software and all accompanying documentation may be thrown away.

Excess. A third alternative is to inform the PAO of your software's availability, and he/she will
advertise it to see if other DOC units would be interested in obtaining it.

All capitalized software (cost of $25,000 or more) that is obsolete or excessed to the needs of the organization
must be removed from the Personal Property Management System. The PC should report it on a CD-50 and
forward it through the PAO to the O/S Personal Property Division.

Lost, Stolen, Damaged, or Destroyed Property

The individual discovering the property missing, damaged, or destroyed shall immediately
notify his/her immediate supervisor and PC of the incident. The individual and PC initiates an
investigation within the immediate area to determine the circumstances surrounding the loss.

If theft is suspected within a government facility, the PC immediately contacts the DOC Security Guard’s
Office at (202) 482-4584 to request that the incident be reviewed by them. If the theft occurred outside of a
government facility, the local authorities should be notified and a report should be filed. The PC also informs
the PAO of the incident. The PAO may want to conduct a cursory investigation within O/S or OIG in the event
that the property may have been removed by an O/S employee or contractor employee

without notifying the individual or PC of the action.

The PAO assists the PC and the employee with the greatest knowledge of the property circumstances

in preparing a Report of Review of Property (Form CD-52). The PAO then forwards the report with any
supporting documents (including a copy of the investigation report or the report number if the

report is not available) to the PMO for action. The PMO should receive all reports within 10 days

after the incident.

The PMO may approve the Report of Review of Property when the individual item costs less
than $5,000.00 or when residual value of the item is determined to be less than $5,000.00.
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Cannibalized Property

It is often the case that the best utilization of Government property calls for recycling working parts out of one
broken piece of equipment to fix a second broken item. This practice is known as cannibalization.

In complying with the DOC PPMM, Chapter 5, Section 5.3001, cannibalization of DOC owned property may
be conducted only if all the following conditions exist:

1. Repair of the broken or worn parts is not possible.
2. Required parts are not available from other units previously cannibalized.

3. The benefit realized from cannibalization exceeds the estimated trade-in or sale
value of the unit being considered for cannibalization.

4. A CD-52, Report of Review of Property, must be signed and approved by the
PMO or a Property Board of Review, indicating that actions have been taken to verify
the conditions listed in the above paragraphs on any item of property with a unit
acquisition cost of $5,000 or more or any sensitive item.
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PROPERTY BOARD OF REVIEW
Circumstances for Convening

Any incident of loss, theft, damage, destruction, or other condition adversely affecting accountable personal
property shall be investigated and reported. All investigative facts shall be referred to the PMO who shall
convene the Property Board of Review (Board). The Board examines facts to determine and establish the
extent of personal liability based upon findings.

The PMO shall convene the Board, in accordance with PPMM, Chapter 4, Section 1002, for the following
circumstances:

1. When the incident is known or suspected to be the results of willful intent or gross negligence,
regardless of the property value; or

2. The item of property involved has an original acquisition cost of $5,000 or more (unless the PMO
certifies in writing that the particular circumstances clearly indicate that a review is unwarranted,
such as when there is no reason to suspect neglect, misuse, or theft, such as cases of apparent
inventory processing discrepancies); or

3. Recurring irregularities in a single location or property account; or
4. If there is more than one item in a report and the cost is over $10,000.

Membership

The Board consists of three members appointed by the PMO for a period not to exceed two years or on an as
needed basis. The PMO, PAOs, and PCs are not permitted to serve on a Property Board of Review. They may
act, however, in an advisory capacity. The board members elect one of the Board member to serve as
Chairperson. At the end of two years, the PMO or his/her designee will contact the Board members to inquire
if they would like to serve another two years. If a Board member has to be replaced, a new member will be
selected within thirty days.

Responsibility of The Property Board of Review
It is the responsibility of each member of the Board to exercise independent judgement, free from influence by

recommendations or suggestions of other board members, employees, or superiors. Findings should be based
on actual investigation of all available evidence.

Recommendation of The Property Board of Review

The Property Board of Review decides if any action is required against the responsible employee under
circumnstances of lost, stolen, damaged, or destroyed property. The circumstances surrounding these
unfortunate occurrences are reviewed and recommendations for ensuring that these problems do not reoccur are
forwarded to the PMO who may either concur with the findings or request more information.
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Determining Financial Liability

Recommendation of monetary liability action is based on a preponderance of evidence that the employee was
neglectful of his/her duties, careless, or had wrongful intent while working.

A recommendation to hold an employee liable will be made when an investigation is determined:

1. That the property was missing, damaged or destroyed as a result of its being used for other than
official purposes;

2. That the loss, damage or destruction was due to simple or ordinary neglect or negligence, which is
an act of the failure by the employee to exercise the degree of caution, attention and vigilance
necessary to protect the interest of the Government; and

3. That the loss, damage or destruction was due to gross negligence, which is an act of omission by

the employee which includes elements of misconduct, willful negligence, or a wanton and reckless
disregard for property.

Consideration Factors

1. Is there enough evidence to support the claim?

2. Is this a one time incident or part of a larger pattern?

3. Have mistakes, judgment errors, and/or physical limitations been considered?

4. Have person in authority made property policies and procedures clear?

5. Have proper security and loss prevention procedures been implemented and observed?

6. Are there factual repair, construction, replacement, rehabilitation, depreciation, or resale statements
and/or estimates present?

Employees will not be determined to be liable for loss, damage or destruction attributable to inadequate
supervision, instruction, training, or inherent defects in the property. When an employee has been found liable
and voluntarily wants to make restitution or repairs, the Property Board of Review may elect to accept this
offer contingent on the entire liability being covered and the replacement not costing the government anything.

To determine the amount of financial liability, the Board will follow the DOC PPMM. Chapter 4. Section
1008.

Dissenting Opinion

Whenever there are dissenting opinions from the findings and recommendations among the members of the
Board of Property Review, the majority opinion will be the recommendation of the Board. The minority view
will be appended to the report for the employee's line manager.
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Line Manager Responsibilities

In cases where the employee is found liable, the PMO provides the affected line manager with the Board’s
Report of Review. If the line manager agrees with the Board, he/she proceeds with the liability action. The
line manager may return a Board finding for reasons of technical insufficiency or inadequate documentation. If
a stalemate develops between the Board and the line manager at this time, the PMO takes the case to the
review authority for a final determination.

Review Authority
The reviewing authority for O/S and OIG employees will be the Director of Administrative Services.
Employee Notification of Board’s Findings

The line supervisor provides the employee with a copy of the Board's findings along with a memorandum
advising the employee to respond in writing within ten business days.

Employee Response Options

An employee has the right to have an adverse finding reviewed by a higher authority. A request by the
employee for such a review should be submitted in writing by the employee to the line supervisor and describe
in detail the specific reasons that the findings should be reviewed. The PMO will forward the request, his/her
comments, along with any comments by the line manager, and the complete Board of Review record to the
appropriate reviewing authority. The decision of the reviewing authority shall be final. Whether the employee
concurs or disagrees with the results, a written reply must be forwarded to the Board. If no response is

received within 15 working days, it is assumed that the employee agrees with the findings, and actions will
proceed.

Billing the Employee

The affected employee’s supervisor who signs his/her time and attendance records will prepare an SF- 1114, a
Bill for Collection Form which will be forwarded to the Office of Human Resources Management for action.

Reporting the Board's Findings

In addition to the person(s) who reported the loss, theft, or damage of O/S property, the appropriate approving
official; Office of Personnel; Accounting; the review authority; and the individual violator's immediate
supervisor are informed of Board actions.
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THE “COMPUTERS FOR LEARNING” PROGRAM

Donation of Educationally Useful Federal Equipment

Following is the DOC policy, authority, and procedures for the direct transfer of excess DOC research
equipment and computers to educational institutions and other non-profit organizations. This policy reflects
the goals of the cited legislative authorities to expedite the current disposal of property process and is an effort
to enhance the education system by providing schools with computers for learning technology.

Personal Property Management Manual
Revised Section 5.1300
July 17, 2000

5.1300 DONATIONS OF EXCESS COMPUTERS AND RESEARCH EQUIPMENT

5.1301 PURPOSE

This section sets forth the Department of Commerce (DOC) policy, authority, and procedures for (1)
donation of excess DOC-owned research equipment to educational institutions and nonprofit organizations
for technical and scientific education and research activities, (2) donation of excess Federal computer
cquipment to schools and nonprofit institutions under the “Computers for Learning” Program, and (3)
donations through various other federal donation programs, giving special consideration to those with the
greatest need. Organizations covered by the referenced donation programs include: Hispanic Serving
Institutions, Tribal Colleges and Universities, Historic Black Colleges and Universities, and other nonprofit
educational programs.

5.1302 POLICY

a. DOC will assist the national education goals through the donation of excess DOC-owned research
equipment to educational institutions or nonprofit organizations for technical and scientific education and
research activities and donation of excess computers to schools under the “Computers for Learning”
Program. DOC shall give highest preference to elementary and secondary schools in empowerment zones
and enterprise communities or to the recipients of federally funded mathematics and science projects where
the equipment would further enhance the progress of the project. All donation transfers shall be made at the
lowest cost permitted by law.

b. Each DOC Bureau Property Management Officer (PMO) is responsible for managing the donation of
excess DOC-owned research and computer equipment in accordance with the provisions of subsection 3710
(i) of the Stevenson-Wydler Technology Innovation Act of 1980, as amended (15 U.S.C. 3710 (i)) and
Executive Order 12999 “Educational Technology: Ensuring Opportunity for All Children In the Next
Century.”

¢. Requests for transfer by DOC Bureaus take precedence over transfers to eligible organizations under the
Stevenson-Wydler Technology Innovation Act (41 CFR 43-102). Transfers to eligible organizations under
the Stevenson-Wydler Technology Innovation Act and Computers for Learning (Executive Order 12999)
may take precedence over all other donations to eligible organizations as addressed in the provisions of
section 203 (j) of the Federal Property and Administrative Services Act (40 U.S.C. 483).
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d. DOC will annually report all excess equipment donations to the General Services Administration in
accordance with the provisions of section 203 (j) of the Federal Property and Administrative Services Act
of 1949, as amended (40 U.S.C. 483).

e. In order to ensure that equipment provided under this policy is useful, bureaus shall avoid unnecessary
stripping of computer components (such as hard drives).

f. Within the scope of the Computers for Learning school donation program (Executive Order 12999),
software may also be donated, either on diskettes or installed on the hard drive of the computer. The
following categories of eligibility exist for software donation:

1.  Software may be transferred based on the terms and conditions of the software license agreement.

2. Some software development corporations sponsor software donation programs which permit
organizations purchasing upgrades to donate the older versions of upgraded software products to
schools and non-profit organizations. By doing so, programs like this enable selected schools to
acquire useful copies of software products at no charge. However, the licenses for the software may
not be transferable, and as such, the organization may not be eligible for technical support or
upgrades. Check with the software vendor or license holder for permission to transfer specific
software.

g. Any issues that may arise in implementing this section shall be referred to the Department Property
Management Officer for review and consideration.

5.1303 AUTHORITY

a. This policy is based on the authority for the donation of excess research and computer equipment as
contained in the following:

1. Section 11 of the Stevenson-Wydler Technology Innovation Act of 1980, as amended (15 U.S.C.
3710 (1)) states:

*“(i) Research Equipment. The Director of a Laboratory, or the head of any Federal Agency or
department, may give research equipment that is excess to the needs of the laboratory, agency, or
department to an educational institution or nonprofit organization for the conduct of technical and
scientific education and research activities. Title of ownership shall transfer with a gift under the
section.”

2.  Guidelines in support of the National Education Goals (20 U.S.C. 5812) as provided in Executive
Order 12999, “Educational Technology: Ensuring Opportunity for All Children in the Next Century,”
dated April 17, 1996, or issued by the Coordinating Committee on Education-Related Federal
Equipment.

3. Guidelines in support of the education goals for Hispanic Serving Institutions as provided in
Executive Order 12900.

4.  Guidelines in support of the education goals for Historically Black Colleges and Universities as
provided in Executive Order 12876.
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5. Guidelines in support of the education goals for Tribal Colleges and Universities as provided in
Executive Order 13021.

6.  Basic regulations on the donation of excess federal personal property contained in the Federal
Property and Administrative Services Act of 1949, as amended (40 U.S.C. 471 et seq).

b. Definitions.

1. “Community-based educational organizations” means nonprofit entities that are engaged in
collaborative projects with schools or that have education as their primary focus. Such organizations
shall qualify as nonprofit educational institutions or organizations for the purposes of section 203 (j)
of the Federal Property and Administrative Services Act of 1949, as amended. (As referenced in
Executive Order 12999.)

2.  “Educationally useful Federal equipment” means excess personal computers and related peripheral
equipment (e.g., printers, modems, routers, and servers), including telecommunications and research
equipment, that are appropriate for use in pre-kindergarten, elementary, middle, or secondary school
education. It shall also include computer software, where the transfer of licenses is permitted.
(Executive Order 12999.)

3. *“Research equipment” means excess Federal property appropriate for mathematics and science
education activities, as defined by and in accordance with the regulations of the agency that owns the
research equipment.

4.  “Schools” means individual public or private educational institutions encompassing pre-kindergarten
through twelfth grade, as well as public school districts. (Reference Executive Order 12999.)

5.1304 ELIGIBLE ORGANIZATIONS

a. Eligible organizations include schools, nonprofit educational organizations, and community-based
educational organizations. Eligible organizations are further defined in Section 5.1305. These eligible
organizations may be state, private, parochial, or home schools with state-approved registration. Questions
on the eligibility of specific organizations should be referred to the Chief, Personal Property Division,
Office of the Secretary for resolution. '

b. Types of Eligible Schools and Non-Profit Educational Organizations;

1. University
. College
3. School:

(a) High School

(b) Junior high school or Middle School
(c) Elementary school

(d) Kindergarten

(e) Pre-kindergarten or nursery school
® Vocational school

® Apprentice trade school

(h) Occupational skill center

(i) School of nursing

)] Dental school

k) Business school

1y Secretarial school
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(m) Professional school
n) Training center

Noncommercial educational radio or television station
Training centers for senior citizens

4.  School for the mentally or physically disabled
5. Child care or day care center

6. Museum

7. Library

8.

9.

¢. Requirements for Establishing Eligibility:
1. IRS ruling of exemption under section 501 of the Internal Revenue Code.

2.  Proof of accreditation, approval, or licensing by an appropriately recognized authority (e.g., a State
board of education or a regional or national accrediting association) when it is a requirement of the
applicant’s program.

3. Conformance to the definition of an educational entity (e.g., school, college, university, etc) as set
forth in 41 CFR 101-44.207 (a), (c), and (f).

5.1305 GENERAL PRIORITY CRITERIA FOR ELIGIBLE ORGANIZATIONS

The following six categories of eligible organizations shall receive precedence when there are multiple
organizations requesting the same personal property. When the personal property requested is appropriate
for use at the elementary and secondary school level, the Bureau PMO may give priority to elementary and
secondary schools over colleges and universities. However, many factors may be used to determine the
most beneficial use for property and the specific eligible activity that should receive the property. Bureaus
shall establish a mechanism (e.g., a review committee) to determine which eligible organizations will be
offered available equipment. The PMO may request assistance from the Chief, Personal Property Division,
Office of the Secretary to resolve competing transfer requests.

a.
1.  Adopt-A-School/Partnership Schools.
2. Schools in Education Reform Initiatives to Promote Excellence.
schools serve the poorest students and lack access to adequate outslde resources. These schools mclude
1. Schools in economically depressed areas.
2. Inner city schools.
3. Rural schools.
c. gy. Examples include:

1. Magnet schools
2. Schools with Federally-funded research and development projects.
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d. Educational Qrganizations with special significance:

1.  Hispanic-Serving Institutions (Reference Executive Order 12900)
2,  Historically Black Colleges and Universities (Reference Executive Order 12876.)
3.  Tribal Colleges and Universities (Reference Executive Order 13021.)

e. Colleges and Universities with ical e is.

f. State agencies for redistribution to non-profit organizations.

5.1306 DISSEMINATION OF INFORMATION TO ELIGIBLE ORGANIZATIONS

a. When requests for information are received, each Bureau PMO is responsible for providing eligible
organizations with information on the donation program and information about the types of property
available from the bureau in the organization’s local area.

b. The Bureau PMOs are responsible for ensuring donations are equitably distributed among needy eligible
organizations in the community. General priority criteria for eligible organizations are described above in
Section 5.1305.

v

5.1307 SCREENING OF AVAILABLE EXCESS RESEARCH EQUIPMENT

a. The head of each eligible organization must provide a written list (on organization letterhead) of their
authorized screeners to the Bureau PMO prior to any screening.

b. Authorized screeners (possessing appropriate picture identification) must make arrangements with the
Bureau PMO or his/her designee to screen available excess equipment. Screening arrangements shall be at
the convenience of the Government. Screeners shall be able to visit the disposal location to review and
select any available excess equipment. Selected property must be frozen by notifying the Bureau PMO.
The freeze may be registered at any stage of the disposal process, including the Department’s 15 day
internal screening period; however, DOC Bureaus have precedence over the eligible organizations. (See
Sections 5.202, “Interdepartmental Reporting of Excess Personal Property,” and 5.1302.c above.)

5.1308 DONATION PROGRAM PROCEDURES USING GSA WEBSITE

The following procedures shall be used to establish a direct donation program. The program shall be
conducted in a fair and equitable manner.

a. Whenever possible, the Computers for Learning Website shall be used to donate and promote the
availability of equipment to eligible organizations. If it is not possible to use the Website, bureaus may use
some form of manual or automated record keeping to promote and donate the property similar to the
procedure outlined in Section 5.1309 below.

b. Bureau PMOs control access to the Computers for Learning Website at

www.computers.fed.gov/property/pml.asp. The Bureau PMOs will issue registration codes for read-only
access, read/write access, supervisory read-only access and supervisory read/write access to their users.
The instruction book for use of the website is available online and can be printed from that site.

¢. Schools and non-profit organizations who are interested in participating in the Computers for Learning
program can register on the Website at www.computers.fed.gov.
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d. The acquiring organization is responsible for removal and shipment of the property from the DOC storage
location. DOC will not act as the shipping or billing agent for the acquiring organization. The Computer
for Learning Website provides information on a public-private partnership with transportation companies
for the transportation of computers (www.hhgfaa.org/partnership). If it is not possible to use a
transportation company through the website, the gaining eligible organization will need to make other
arrangements.

e. Bureaus are responsible for properly packing (boxing or shrink-wrapping) the equipment.

f. The transfer of title for the research equipment is accomplished at no cost to the acquiring organization
through this website. The electronic “Transfer of Title” that is provided through the website must be signed
and returned by the acquiring organization.

5.1309 PROCEDURES FOR TRANSFERRING PROPERTY TO ELIGIBLE ORGANIZATIONS IF
WEBSITE CANNOT BE USED

a. Eligible organizations will submit to the Bureau PMO a completed Standard Form 122, “Transfer Order
Excess Personal Property,” or CD-50, “Personal Property Control Form,” within 14 calendar days from the
date the freeze was placed on the property (See Section 5.1307.b above). Eligible organizations can obtain
the SF-122 or CD-50 from the Bureau PMO or at the following websites: CD-50 from
www.doc.gov/OEBAM/catalog.htm; SF-122 from www.{illform.gsa.gov.

b. The Bureau PMO will provide a copy of the SF-122 to an eligible organization as notice that property has
been approved for transfer to their organization by providing a copy of the SF-122 to the acquiring
organization. The Bureau PMO will also advise the acquiring organization when the property is available
for pickup and removal.

c. The disposing organization will obtain a “Certification Statement” (see following illustration), signed by an
appropriate official from the eligible organization. The certificate will be attached to the disposing
organization’s file copy of the completed SF-122 or CD-50.

1 hereby certify that the property being obtained by an [] educational institution or [} nonprofit
organization will be placed into use at the organization for the conduct of [] technical or [] scientific
education or [] research activities.

My organization hereby releases the Federal government, DOC, or persons acting on behalf of DOC, from
any and all liability of every kind and nature whatsoever (in accordance with state law) resulting from the
receipt, shipping, instailation, handling, use and maintenance of the property after said property is
physically removed from the DOC facility.

Name of Organization SF-122 Transfer Order No.
Printed Name of Official v Title
Signature of Official Date
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d. The Bureau PMO will sign the SF-122 and approve the transfer to the eligible organization.

e.

f.

The acquiring organization is responsible for removal and shipment of the property from the DOC storage
location. DOC will not act as the shipping or billing agent for the acquiring organization.

Bureaus are responsible for properly packing (boxing or shrink-wrapping) the equipment.

5.1310 REPORTING TRANSFERS OF EXCESS RESEARCH EQUIPMENT

a.

The Computers for Learning Website will automatically compile annual data on transfers under this
program. The Bureau PMO will maintain all official files associated with the transfers of excess equipment
to eligible organizations.

The Bureau PMO, when unable to use the Computers for Learning Website to transfer computers or
scientific equipment directly to schools or nonprofit organizations must compile data on all transfers and
submit the data to the Departmental Property Management Officer. All reports will be consolidated for the
Annual Report of Personal Property Furnished to Non-Federal Recipients submitted to the General Services
Administration.

5.1311 OTHER TYPES OF PROPERTY

The Bureau PMO shall forward requests by eligible organizations for any excess property not listed within
the definition of research equipment to the Chief, Personal Property Division, Office of the Secretary, for
review and approval. The request shall include the name of the requesting organization, the specific
property requested, and a specific description of how the requesting organization intends to use the property
for the conduct of technical and scientific education, research organizations, or other purposes.
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PHYSICAL INVENTORY

Deﬁnition

A physical inventory is the actual counting and recording of all the accountable and sensitive personal property
O/S and OIG or any other Federal agency possesses.

Inlportance

Conducting the physical inventory is important because it:

1. Ensures there are complete property and financial records;

2. Examines how well O/S is tracking personal property;

. 3. Determines if any property items are missing; and

4. Determines if all new property has been barcoded and entered into the property tracking
system.

Objectives of Physical Inventories

The purpose of a physical inventory is to ensure that property records and related financial accounts are in
agreement with the equipment actually on hand. As an essential element of the equipment accountability and
control system, a physical inventory provides for:

1.

Determining the completeness and accuracy of the property records and financial
accounts;

Reconciling and adjusting the accountability records and the general ledger control
accounts as required;

Reconciling and adjusting the custodian’s records, as required;

Reconciling and adjusting source documentation as recorded in the Personal Property Management
System for accountable property;

Assessing the effectiveness of equipment accountability, control procedures, operations; and

Obtaining information needed for accomplishing broader aspects of equipment
management, such as identifying equipment which is being under-utilized or is just
sitting around gathering dust and ascertaining items that require repair or
rehabilitation.

Frequency

O/S and OIG headquarters conduct wall-to-wall physical inventories twice a year (approximately March and
September). The year-end physical inventory is conducted O/S-wide and at OIG headquarters in coordination
with the OIG Auditors.
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Special Circumstances

If a PC leaves or gives up his/her duties, a joint inventory should be taken with the new custodian, and overseen
by the PAO, to make sure that all property is accounted for and files are in order.

Inventory Responsibility

The O/S Personal Property Division or their contractor, are responsible for the scheduling and scanning of
accountable property during an inventory. Every accountable item must have a Bar Code tag attached to it.
Accurate, quick inventories are conducted with the use of a Bar Code scanner. Through the use of this device,
Bar codes are read optically, and the information is transferred to the Personal Property Management System
now in use by the O/S Personal Property Division.

Manual inventories are also conducted with the aid of printed property reports and a blank form for capturing
unlisted items, if any.

Regardless of the manner in which the inventory of property is conducted, the PC and PAO are an integral part of
the inventory and often accompany inventory personnel to insure the accuracy of the PC’s records.

Inventory Steps

The physical inventory consists of the following action steps:

1. The O/S Personal Property Division prints PC inventory reports prior to each inventory
along with an inventory schedule.

2. In preparation for the physical walk-through, PAOs provide the PCs with their respective
inventory report and review the physical inventory schedule. They also prepare an “Off-Site
Accountable Property List” for all items with authorized usage off-site.

3. The Inventory is conducted by the Personal Property Division or their contractors with the
assistance of the PAOs and/or PCs. The “Off-Site Accountable Property List” is given to the
inventory technician.

4. Discrepancy reports are printed and distributed to PCs by the Personal Property Division.
5. The PCs with the cooperation of PAOs reconcile the completed PC discrepancy reports. They

provide CD-50s and source documentation on all acquisitions not previously recorded in the
Personal Property Management System.

6. The PAOs report property not found during the inventory on form CD-50 (if excessed) or CD-52
with an explanation of the situation and actions that have been taken to trace each missing property
item.

7. The PAOs submit CD-50s or CD-52s to the PMO for action by the PMO or the Property Review
Board as appropriate.

8. The Personal Property Division or their contractors make necessary adjustments to the Property
Tracking System based on overall physical inventory results, including approved CD-52 actions.
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9. The Personal Property Division or their contractors print reports that reflect actual inventory
results submit them to their respective PAOs and PCs for certification. The PC retains a signed
copy. The original is returned to the O/S Personal Property Division.

10. During the annual financial audit (resulting from the year-end audit), source and tracking

documentation are reconciled against a sample of property items in the Personal Property
Management System. Documentation must be produced upon receipt of request.
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CONTACTS
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For Information on:
Property Control Forms
By Pick-Up
By Phone

By Fax

Barcode Labels

By Memo, Email, or Form CD-50

Procurement Questions

Procedures for personal property
barcoding, record keeping,
documentation, tracking, transfers/
loans/leases/donations, inventory,
reconciliation.

Reports of suspected/confirmed
property theft

Accounting/Finance Questions

Working Capital Fund
Franchise Fund
Salaries & Expenses Fund

Computers for Learning

Excess Pick-Up

Warehouse Questions

CONTACTS

Forms Store , Room B511, HCHB
Fred Harrison, 482-2099 or

(202) 501-0744
with completed CD-520 (Request for CD Forms)

Personal Property Division, Room 2868, HCHB
(202) 482-8246

Howard Price, (202) 482-1966 or

O/S Personal Property Division, (202) 482-8246

O/S Personal Property Division, (202) 482-8246, and
Office of Security , (202) 482-3220

Tim Day, (301) 975-6407

Tanya Jordan, (202) 482-4458

Larry Olmsted, (202) 482-0889

Shipping & Receiving , (202) 482-6215

Debra Pickerign, (301) 763-8490
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PAO or
Custodian #

SIOMOA
510MOADIR
51BUDADIR
51CIOASTM
51SDBA
51SDBADIR
510AMADIR
510A0A
510AOAPPD
510A0ACFL
510AOADIR
S10AOALIB
510AOAEPT
S10AOAMRT
510AOAPPT
S10AOAST!
S10AOAST2
510SYA
510SYADAS
510SYAAFM
510SYABPD
510SYASOD
S10SYASO2
510SYACMD
510SYAITS
510SYASCC
510SYASSD
510SYACBS
510SYACBIJ
SIOSYACAS
SIOSYAEAS
SIOSYAMAS
510SYANOA
SIOSYANIS
510SYAWAS
510GCADIR
510GCALAW
510GCAESA
510GCAITA
510GCAOIC
510GCALDP
510GCAADM
510GCAFIN
510GCABXA
510GCALNR
S10GCATEC
510GCAOES
S510ASADIR

S1SBMA

Personal Property Accountability Officers and Custodians

Office of the Secretary and
Office of the Inspector General
April 15, 2002

Name Room # Phone #
Joan DeBellis H5317 X5482
Eleanor Miles H5317 X5481
Cecilia Fletcher-Crayton HS821 X5988
Acie Abner H6071 X0205
Brenda Black H6411 X3049
Willette Hamilton H6411 X6786
Kathleen Penny H6514 - X6436
Peaches Williams H2868 X8246
Peaches Williams H2868 X8246
Larry Olmsted B828 X0889
Sandy Blackwell H2868 X1982
Lee (Beulah) Ruffin H7060 X1916
Neal Fletcher H2846 X4057
Fred Hajmosi H2865 X3396
Terry Jackson H2858 X5964
Fred Harrison H2865 X2099
Rich Fisher H2865 X6362
Linda Hess H1521 X3713
Stephen Brown H1067 X0303
Treece Linkins H1521 X8114
Amanda Halbert Boulder (303)497-3943
Cedric Watson H1066 X5618
Wanda Smith H1516 X1205
Jacqueline Douglas H1513 X4402
Lawanda Frager H1524 X6010
Jacqueline Jacobs H1518 X5500
Deena Richey H1033 X0243
Linda Guier Suitland  (301)457-1716
Brian Fleenor JeffInd  (812)218-3505
Ronald Adams KC,MO (816)426-2942
Carroll Ward Norfolk  (757)441-3431
Amanda Halbert Boulder (303)497-3943
G. Michelle Woodland Sil. Spr.  (301)713-1956
Susan Hilton Ga’burg  (301)975-3304
Kathy Newberry Seattle (206)526-6571
Brennan Swann HS877 X0490
Susan Glaize H1894 X2168
Beverly Hyson H4868A X5394
Connie Stahl H3622 X1434
Nancy Hunter H5624 X0937
Charles Kearse M800A-RRB X9022
Anna Conwell H5898 X5387
Mary Taylor H5896 X1328
Teranda Cole H3839 X5301
Lois Oliff H5876 X3151
Roslyn Wood H4835 X1984
Joyce Anders H6854 X2263
Teddy Suter H6316 X1200
Arvellia Smith H1317 X0727
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OMO
OMO/DIR
OB/DIR
CIOo
OS/DBU
OS/DBU
OAM/DIR
OAO
OAO/PPD
OAO/CFL
OAO/DIR
OAO/LIB
OAO/EPT
OAO/MRT
OAO/PPT
OAO/SST
OAOQ/SST
OsY
OSY/DIR
OSY/AFM
OSY/BPD
OSY/SOD
0SY/SO2
OSY/CMD
OSY/NTS
0SY/SCC
OSY/SSD
OSY/CBS
OSY/CBJ
OSY/CAS
OSY/EAS
OSY/MAS
OSY/NOA
OSY/NIS
OSY/WAS
OGC/DIR
OGC/LAW
OGC/ESA
OGC/TA
OGC/0IC
OGC/CLDP
OGC/ADMIN
OGC/FinLit
OGC/BXA
OGC/LNR
OGC/TECH
OGC/OES
OAS/DIR&M
SS
OSBM/DIR



51SBMACAF
S1SBMAPLS
S1SBMAELS
51SBMAEGS
51SBMASPM
51SBMAADM
51SBMACMD
SIREPADIR
S10FMA
510FMADIR
510FMACSC
510CSADIR
51CFOADIR
SISECA
SISECAADM
SISECADPS
S1SECAPSP
510SSA
510SSAWHL
S10SSALIA
S10SSAUTC
510SSAEXA
510SSAOBL
S10SSAOPA
S1IEBMA
51EBMADIR
S1EBMABUD
S10CRA
S10CRADIR
SIHRMA
51HRMAHRS
SIHRMADIR
STHRMAEDC
SIHRMAOSH
SIHRMAOWP
SIHRMAWCC
STHRMAOER
SIHRMAMAS

6401GA
6401GAADM

**PAO are in bold writing

Michelle Richardson
Rufus Cook
William Sexton
Bill Cruz

Brenda Walters
Steve Savoy
Michelle Richardson
Carolyn Brisbane
Tricia Patin
Mallita Robinson
Peggy Shutta

Dana Bryant

Sally Nelson (Temp)
Janice Josey

Janice Josey
Michaele Freeman
Sandra Hawkins
Ted Dupree
Adrianne Cheatham
Rebecca Hall
Carolyn Storck
Dawn McDonald
Jennifer Andberg
Joan Bradshaw
Lisa Duckett

Lisa Duckett
Adrienne Sheppard
Robin Mack

Holly Mahoney
Cynthia Mickens
Jeanette Darden
April Nichols
Colette S. Davis
Rosaline Hill
Priscilla Bailey
Shatisha Harris
Maxine Lebron
Cherie Russell

Joyce Jones
Harold Worth
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H1324
HB223
HB325
HBO031
H1318
H1317
H1324
H1040
1C209
H6827

X0728
X29s51
X3666
X4315
X421
X1340
X0728
X0103

X0240

1C209-5 (301)258-4505 x271
Silis 1030 (703)487-4617

HS5830
HS521
H5521
H5521
H5865
H2868
H5835
H5421
Mfloor-RRB
H5883
H5062
H5413
H6020
H6020
H6839
H6010
H6012
H5026
H5005
HS5111
H5004
H5016
H5102
H5104
H5108
H5026

H7097
H7093

X4951
X6062
X8203
X6062
X6055
X8246
X1684
X3663
X3432
X5880
X1360
X4902/4883
X4115
X4115
X4458
X8117
X0626
X0236
X3765
X4807
X6402
X1869
X3982
X5275
X8219
X1011

X1023
X4192

OSBB/CAF
OSBM/PLS
OSBM/ELS
OSBM/EGS
OSBM/SPM
OSBM/ADM
OSBM/CMD
OREP/DIR

OFM/DIR
OFM/CSC
OCS/DIR
OSEC/OAS
OSEC
OSEC/ADM
OSEC/DPS
OSEC/PSP
0SS
OSEC/WHL
OSEC/LIA
OSS/USATC
OSS/EA
OSS/OBL
OSS/OPA
OEBAM
OEBAM/DIr
OEBAM/BUD

OCR/DIR
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GLOSSARY

Accountability. Is the responsibility for property transactions from the receipt of the property item to final
disposition.

Accountable Personal Property. To identify personal property.

Barcode Label. A Mylar label (34 x 2"), typically taken from a preprinted peel-off sheet, that is applied to
accountable property, in a highly visible location. Barcode labels are placed on personal property items to provide
a means of tracking them as accountable personal property belonging to the Department of Commerce.

Barcode Number. Each barcode label contains a number that appears in two ways -- as a printed 12-digit
alphanumeric reference number that you can read, and as a barcode which a special machine (the bar- code scanner)
can read. The 12 digit alphanumeric number contains a “CD” prefix (Commerce Department) followed by 10
numbers. These label numbers identify accountable items on the property inventory within assigned custodial areas.

Cannibalization. The removal of working part(s) from an unusable piece of property that is used to repair a like
item.

Capital Lease. Property which is procured on a Lease-to-Purchase agreement, essentially equivalent to an
installment purchase of property. See appropriate Appendix for qualifying criteria for capitalized leases.

Capitalized Property. Any item of personal property of a durable nature with a normal life of a year or more
and an acquisition cost of $25,000 or more. Capitalized property is recorded individually in the general ledger and
depreciated.

Condition Codes. Position A-2, alphanumeric description of the condition of the property item. Used to report
the working condition of property being excessed or transferred.

Custodian. The individual designated by the PMO or PAO as responsible for assisting in accounting for and
controlling personal property in their area.

Custodian Code. A 9-digit number assigned to a Property Custodian (PC). For ease of record keeping, each
custodial area is assigned a unique code, which is used for all property functions.

Excess Personal Property. Personal property no longer needed, required by the holding agency for its needs.

Expendable Personal Property. Personal property when applied to use is consumed, loses its identity or
normally becomes a combined part of other property.

Fleet Manager. The individual responsible for managing O/S’s motor vehicles.

Non-Expendable Personal Property. A property item that is complete within itself, does not lose its identity
or become a component part of another item when used for an expected service life of over 2 years.

Object Classification Codes. Forbudgeting and record keeping, every kind of financial transaction is assigned
to an object class., e.g., labor, training, travel, supplies, printing equipment, or office furniture.



Personal Property. Any property, except real property or records. Example: The computer that houses
your personnel file is personal property. The personnel file itself is a record and is not personal property.

Personal Property Management System. The electronic property tracking, reporting and inventory

database system now being utilized by O/S Personal Property Division to track accountable property within the
O/S and OIG.

Property Management Officer (PMO). The individual appointed by the head of each operating unit, or
Bureau, within the Department of Commerce with the responsibility and authority for the effective control, use,
and disposal of personal property for that Bureau or operating unit.

Property Accountability Officer (PAO). The person who ensures the effective accountability and

maintenance of personal property, documentation files, and disposal within the accountability area for which
he/she has been assigned.

Property Board of Review. A standing or Ad Hoc Committee, appointed by the PMO, consisting of
members who are responsible for examining facts to determine and establish the extent of personal liability for
lost, stolen, or damaged property and authorizing the removal of items from official property records.

Property Custodian (PC). An employee that has been appointed and has the responsibility for the
management and accountability of the property as long as it is required in his/her specific custodial area.

Reconciliation. Process of updating inventory records after discrepancies have been investigated and
recorded.

Sensitive Property. Property that requires a high degree of protection and controls due to statutory
requirements and regulations.

Surplus Property. Excess personal property for which GSA determines there is no longer a need in the
Federal Government. It is then available for donation to States, businesses, and schools or sale.

Salvage. Property which has some value in exess of its material content, but is in such condition that is has no
reasonable prospect of use for the purchase originally intended.

Scrap. Property that has no value except for its material content.
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FREQUENTLY USED PROPERTY MANAGEMENT FORMS
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FREQUENTLY USED PROPERTY MANAGEMENT FORMS LIST

Form Number

OF-347

CD-406

CD-435

CD-50

CD-52

CD-520

CD-536

OF-7

CD-546

CD-547

SF-120

SF-122

SF-126

Application

Order for Supplies/Services. The OF-347 document provides the service or
contract once the CD-435 has been approved. The CD-435 asks; the OF-347 does.
It is generated electronically from the BPS Procurement System (or, for nonusers, in
hardcopy form).

Invoice - Receipt Certification. This form is used in lieu of the OF-347 for receipt of
partial order, or for making periodic payments.

Procurement Request Form (Requisition). This form is used to request the
procurement of goods, services or equipment. It is available electronically in the
BPS Procurement System or in hardcopy through the Forms Store.

Personal Property Control Form. A multi-purpose form for recording the
acquisition, transfer, loan, change or deletion of property in the property records.
Available electronically in various software packages including Federal Informs.

Report of Review of Property. This form is completed by the PAO if property is
stolen, lost, or unaccounted for.

Request for CD Forms and Office of the Secretary Stationary/Envelopes

Inventory Work Sheet. This form, easily reproduced in any spreadsheet software
package, can be used for multiple purposes.

Property Pass. This form is used when removing property from a Government
building or facility.

DOC Loan Agreement and Receipt. This form is used when loaning property to
other governmental agencies, private institutions, or contractors.

DOC Off-Site Accountable Property List. This form is used to list property loaned
to employees, or other O/S, OIG personnel for a fixed period of time.

Report of Excess Personal Property. This form is used to report excess personal
property to GSA.

Transfer Order Excess Personal Property. This form is used to request excess
personal property from other departments.

Report of Personal Property For Sale. This form is used to report excess personal
property to GSA.
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Order for Supplies/Services FORM, OF-347

After procurement review and approval, the CD-435 is converted to a OF-347, Order for Supplies/Services. (See Forms
Appendix). Once the item has been procured, OAM distributes the appropriate copies, including the property copies to
the O/S Personal Property Division (#6). Other copies of the OF-347 are distributed to: Finance (#1); Vendor (#2); are
used for Receiving (#4, #5) and Bureau Control (#7) to additionally track the property.

: .
ORDER FOR SUPPLIES OR SERVICES rf

. ~

— Torv.
B T 21, AR IRVARGE TO: ‘ ot
SEE BLLIC
NS TFNICTRONS
an.
REVENRE

Z2. UNITEDS TATESOF »
AMERICABY (SNyrrat ore)

m“ Dorit forget to print 8 copies
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INVOICE RECEIPT CERTIFICATION, CD-406

This form is used in lieu of the OF-347 for receipt of partial order, or for making periodic payments.

Pocaon LF INVOICE—RECEIPT CERTIFICATION

1. FORBRAEE VO RO 17,

[ VENDOR FWOCE WOWMEER | T ENBSR RRNE

* ACCEPTANCE GF MORE THAN 7 DAYS FRDM DATE RECEIVEDMUST BE ALTHORIZED ON CD<4D4

& URE 10. QUANTTHUNIT H OO AR ARSURY |
TEM 2 DESCRFTION SEUE
LB,

1 oertify thit the geouls snWar servions listsd abeve Puve ban resoivert inspocted And accepieel as CEMplyiyy with the refererse erder.

BY. CHATURE T
+ Non-Marchandise .
ADORESS 12, ’
+ Fraight
[ GRre THONE (hrau Cixclo wrvd Narbat) W, .
[ +Fuadiaral Exciss Tax
TFEMANIS 15.
+ State or Local Tax
16.
,-, Subtota
) - Trade-in
19. .
- Discount
"
an.
TOTAL
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PROCUREMENT REQUEST FORM, CD-435

This form is available electronically from the U.S. Department of Commerce Electronic Forms Website.
CD-435s are completed and sent to the Office of Acquisition Management for review and processing.

o iratructions - Rewres

Page 1 of Pages

U.B DEPART MIENT OF COMMERCE
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PERSONAL PROPERTY CONTROL FORM, MULTI-USE CD-50

General:

The Personal Property Control Form CD-50 is a data collection instrument used in support of the
DOC O/S Personal Property Management System. The form is electronically available on the
Personal Property Intranet page. It is used for the following purposes.

(1) Property Acquisitions — includes additions of all accountable property acquired by Order
for Supplies/Services, contracts, leases, donations, and incoming transfers from other
federal agencies.

(2) Property Transfers — the transfer of property between PAOs

(3) Property Loans

(4) Property Excess Declarations

(5) Property Status Changes

;:".0295 LT g— T Im
PERSONAL PROPERTY CONTROL "ok omrempis e O cwio
| 0 acousmon D TRANSFER ) waaw O Excess
mox: o
Auwu R
Organiewton Doss Crgantaxton Coge
Lanaten Locsten
Cursapan Mana Cusiwten Narme
Cushins Ousiociens
Frss At
Poms Rowme
Pronas Fwam ¢ Docunant & Focatyt Duts
Atupuring Chms Aty Cime Owpetcam
P Code: Uttt Code
e
- s bo i W ST re———
T TR —
SAR GO WD, NANLFACTURER ORERCRIPTION MODEL NO. snano | sogumioa| -

Lo T l&'ﬁ
WA TUNE l ﬂl"l.l i DATE

Copy D% Rslansing Office, Otfios, P i Properly Olvision, File
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PROPERTY ACQUISITION

Detailed CD-50 Completion Instructions
In the upper right-hand corner of the form, complete the following:
Date — Insert date, e.g., 03/05/01
Number — Optional, office tracking number, e.g. OAO/PPD/01/060

Purpose — Mark the applicable reason. e.g., acquisition, transfer, or excess

In the “TO” Block, complete the following information:
Bureau - Enter O/S or IG

Organization Code - Enter the official O/S or IG organization code, e.g., Ofc of Admin. Operations
Location — Enter the building and room number where the property is located.
Custodian Name - Enter the receiving custodian’s name, e.g., Peaches Williams
Custodian Code - Enter the assigned nine character Custodian Code, e.g., SIOAOAPPD.
Address - Enter information, e.g. DoC, HCHB
Phone - Enter information, e.g., 202-482-8246
Room Number - Enter the room number of custodian, e.g., H2868

Document Number - Enter the Order for Supplies/Services number, or other acquisition document (bankcard
number)

Receipt Date - Enter date property item is received (rather than when placed in service) e.g., date that is shown on OF-
347 or the bankcard purchase receipt.

Accounting Class - Enter the office accounting code used to procure or lease the property item, e.g., 01/0000000/11/

Object Class - Enter the correct four digit budget object class codes: There are six capitalized class codes:
3110 - capitalized leases 3124 - capitalized office equipment
3125 - capitalized software 3126 - capitalized printing/reproduction
3128 - capitalized heavy equipment/mailing equipment
3129 - other equipment, fixed assets (vehicles or phone systems)
There are two non-capitalized object codes:
3144 - non-capitalized ADP and telecommunications equipment
3149 - non-capitalized other equipment

Possession Code - Choose the correct code:
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1 -- Agency owned

2 -- Agency Leased - Capitalized Lease

3 -- Loaned ( Federal agency)

4 -- Loaned (Non- Federal agency)

5 -- Government property used by Government contractor
6 -- Government property used by a Grantee

7 -- Other

8 — Agency Leased - Operating Lease

Utilization Code — No longer applicable

Barcode Number - Enter the 12-digit CD-number from the barcode label that is attached
to the property item.

Manufacturer - Enter the original equipment manufacturer from the property item (not the
vendor it was purchased from), e.g., Gateway

Description - Enter the generic nomenclature to describe the equipment, ¢.g., CPU, Pentium 4

Model and Serial Number - Enter the original equipment manufacturer’s model number and serial number from the
proper item.

Original Acquisition Amount - Enter the actual acquisition cost of the equipment if new
or unavailable, enter the fair market value of used equipment and document method used for valuation.

Condition Code - Enter correct choice listed:
1 - excellent 4 - usable 7 - repairable
S - scrap x - salvage
In the Approval/Receipt of Receiving Official Block:
Signature - Enter signature of Receiving Official

Title - Enter the title of Receiving Official signature, e.g. Property Custodian (PC)

Date - Date when form is signed

After completion by the PC and reviewed by the PAO, the CD-50 should be forwarded by the PAO to the O/S Personal
Property Division., Room H2868
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PROPERTY TRANSFERS

Detailed CD-50 Completion Instructions

Use instructions for “Acquisitions” for definition of information fields below. In using the CD-50 to report/process
transfers between PC/PAOs, the initiating PC/PAO will fill in the following information fields on the CD-50, mark the

“transfer” block under Purpose section, identify both the releasing and receiving offices, and the property custodians
signatures.

FROM: Bureau Name
Organization Code
Location
Custodian Name/Number
Address
Phone Number
Room Number
Accounting Class Code

T0: Bureau (or borrowing Institution)
Organization Code (if applicable)
Location
Custodian Name/Number
Address
Phone Number
Room Number
Accounting Class (if applicable)
Object Class
Possession Code

OTHER: Bar Code Number
Manufacturer
Description
Model Number
Serial Number
Original Acquisition Amount
Condition Code

Signature Approval/Receipt of Releasing Official: Releasing PC/PAO
Date

Signature Approval/Receipt of Receiving Official: Receiving PC/PAO
Date
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PROPERTY LOANS

Detailed CD-50 Completion Instructions

Use instructions for Acquisitions in the previous section for definition of information fields and for basic overall
instructions. The only difference in the instructions for using the CD-50 to report a property loan is to check the “Loan”
square under “PURPOSE” in the right upper corner of the form,

;:I‘.E?‘ U CEMANTVENT O oMMSRGE | DATE. WUMRER
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Copy Distribution: Releasing Ofice, Recaiving Office, Personal Proparty Division, File
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PROPERTY EXCESS DECLARATIONS

Detailed CD-50 Completion Instructions

Use instructions for “Acquisitions” for definition of information fields below. In using the CD-50 to report/process
excess property to the Office of Shipping & Receiving, Room B511, the completed CD-50 form must be marked

“excess” in the Purpose section. A copy of the CD-50 must accompany the excess property item(s). A copy of the CD-
50 should be forwarded to the Personal Property Division, Room H2868.

The releasing PC/PAO will fill in the following information fields on the CD-50.

FROM: Bureau
Organization Code
Location
Custodian Name/Number
Address
Phone Number
Room Number

TO: Bureau Name
Organization Code (Shipping & Receiving)
Location (B511)
Phone Number (x6215)

OTHER: Bar Code Number
Manufacturer
Description
Model Number
Serial Number
Original Acquisition Amount
Condition Code

Signature: Approval/Receipt of Releasing Official: Releasing PC/PAO
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Detailed CD-50 Completion Instructions

Use instructions in previous Acquisition section for definition of information fields. Form CD-50 is also used for
documenting changes in the Personal Property Management System records. The CD-50 now include this category in

PROPERTY STATUS CHANGES

the Purpose block. Key information for changes including:

Custodian Name/Number
Bar Code Number

Item to be changed - Enter the element to be changed, e.g., serial number, cost, condition

code, location, etc.

Old Data - Enter the current data element to be changed.
New Data - Enter the data element as it is to appear after the change is made. Attach any

supporting documentation to the CD-50.
ﬁ Ryt ym——— [ NRSER
PERSONAL PROPERTY CONTROL  [Rsase cwtapmerim 1) itz

| O accusmon [ TRANSFER () Ak [ excess
Lol |
Organigston Code Crganiexton Crade
Lomian Loseten
Cusixtien Msrve Custoden Mema
Curtnn® CuEixmn s
Ackrem ek

murse Reome
Fronss Roam & Dosurants L)
Aturtng Clms Aooouintng Cimcs Object Clas:

PFomsaszion Cage Lifitmetion Cocle
- SAONISN COOE: 1 Sl S-umiss 2-Raniygty B-Sgvipe §oacg T

BAR COPE ND. MANLFACTURER DERCHIFTION MODEL KO, seRaLno. | AGGHNTIN | ©
APPROVALNECIIFT OF RELEASNG OFFICIAL
RCRATURE THE DATE
APPROVALRECEIFT OF RECENNG OFFCIAL

BICNATURE ™me DATE

Copy Uistribution: Relaasing Ofics, Recsiving Ofics, Personal Property Division, Fila

57




REPORT OF REVIEW OF PROPERTY FORM, CD-52

This form is completed by the Property Accountability Office (PAO) if property is stolen, lost, or missing. It should
also be used to request authorization to cannibalize capitalized equipment before the item is cannibalized. The CD-52
should be forwarded to the Personal Property Division, Room H2868, for processing.
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REQUEST FOR CD FORMS, CD-520

In lieu of picking up forms in the Forms Store (B511), this form (requesting forms) can be completed and faxed
to (202) 501-0744.
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INVENTORY WORK SHEET, CD-536

This form, easily reproduced with any spreadsheet software package, can be used for multiple purposes. It can be used
to record initial information about acquisitions after arrival and bar coding, from which the CD-50 can then be
completed. It can be used as a ready reference list for individual property tracking. It can be used during an inventory to
collect information on found property. It can be used after an inventory, to reconcile or anticipate year-end final
property lists or certifications. It can be attached to a CD-50 as a continuation sheet for long lists of property.

{1004 L LA CEPRTIENT CF COMGRCE

INVENTORY WORK SHEET
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PROPERTY PASS FORM, OF-7

This form is used when removing property from a Government building.
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DOC PROPERTY LOAN AGREEMENT AND RECEIPT FORM (CD-546)

This form is used to list personal property loaned to employees or other O/S or OIG personnel for a fixed period of time.
When property is in an employee’s possession, it is to be used for government work and not for personal use.

U.6. DEPARTMENT CF COMMERCE

ronm CO-548
e PERSONAL PROPERTY DIVISION O™ "mniimie Cpmstiom
LOAN AGREEMENT/RECEIPT
Lo e
o LT
e e

————————————————
DESCRIPTION OF EQUIPMENT TD BE LOANEDY

CONDITIONS OF LOAN

1. The borrower of the above equipmant agrees to retum the itemas in the samae condition
a8 recsivad fram the U.S. Department of Commares, narmal wear and teer accepted, on
or betore the above rstum dete, uniess the loan periad will Not excesd thity (30) days.

2 The squipmaent shali not be bared or trenefemed to a third perty without the written
consent of the Personal Property Division muthorizing official.
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DOC OFF-SITE ACCOUNTABLE PROPERTY LIST CD-547

o COMT UUS.CERRRTMENT OF CONNERCE
s

OFF-SITE ACCOUNTABLE PROPERTY LIST

Cusiodan Namo 1= rmee Ol B oo

BARCOOE DESCRIPTION SERMLNUMBER |  OFF-SITEADORESS ASSIGNEDTO | DATEQUT | DATEDUE
MUIMBER OF ITEM {anoreg BACK
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REPORT OF EXCESS PERSONAL PROPERTY FORM, SF-120

Property that is excess to the needs of the Department of Commerce is reported to GSA on an SF-120 or an SF-126,
depending on the type of property.
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TRANSFER ORDER EXCESS PERSONAL PROPERTY FORM, SF-122
This form is used to transfer property from one federal department or agency to another. If O/S or OIG is acquiring

property from the State Department, Agriculture or the Department of the Interior, a SF-122 should be used and
processed through GSA.
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REPORT OF PERSONAL PROPERTY FOR SALE FORM, SF-126

Property that is excess to the needs of the Department of Commerce is reported to GSA on an SF-120 or SF-126,
depending on the type of property.
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UPDATES
PROPERTY POLICY
PROCEDURE CHANGES

MEMORANDA FROM PMO, O/S PERSONAL PROPERTY DIVISION
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DOCUMENTATION TO ACCOMPANY PROPERTY FORMS
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Documentation To Accompany Property Forms

Type of
Transaction
Documentation Property Form to be submitted
Purchases OF-347 (or CD-435), Invoices, Bank card
statement, etc).
Leased Item OF-347
Loaned Item CD-546 and Signed Loan Document
Transfer In from Another Department SF-122
Transfer In/Out From/To Another Custodian CD-50 with releasing and receiving
signatures.
Missing, Stolen, Lost, Damaged,
Cannibalized or Property Out for Repair CD-52
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DOCUMENT TYPE CODES
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Document Type Codes

DOCUMENT NUMBER

01

40

43

50

CONV

LEAS

LOAN

Tran

71

DOCUMENT TYPE
Bank Card

Order for Supplies/Servicess

Subscriptions or Periodic
Payments P.O.

Contract
Found during inventory;
no source documentation

available

Converted from earlier

. property system; no other

documentation available
Leased by Commerce
Loaned to Commerce

Transfer from other agency




CAPITALIZED AND NON-CAPITALIZED PROPERTY OBJECT CLASSES
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Capitalized and Non-Capitalized Property Object Class Codes

Preface: All 31XX Series Object Class Codes represent accountable equipment (all capitalized and/or non-
capitalized, sensitive and/or leased property)

Within the 31XX object class codes numbering series, Accountable Equipment Class Codes are divided into two
categories distinguished by acquisition threshold:

1. Capitalized Equipment and Accountable Property Class Codes
2. Non-Capitalized Equipment and Accountable Property Class Codes

Capitalized Equipment and Accountable Property Class Codes

As of October 1, 1997, Capitalized equipment is defined as equipment with an individual acquisition cost meeting or
exceeding $25,000. Prior to this date, the qualifying acquisition threshold was an individual item cost meeting or
exceeding $5,000.

There are six (6) commonly used Capitalized Accountable Property Object Class Codes:

3110  Capitalized Leases

3124  Capitalized Office Equipment

3125  Capitalized Software

3126  Capitalized Printing & Reproduction Equipment (i.e. Printing Press)

3128 Heavy Equipment & Mailing Equipment (i.e. Metal Shelving, Fork Lifts, etc.)
3129  Other Capitalized Equipment, Fixed Assets (i.e. Vehicles, Phone Systems, etc.)

Non-Capitalized Equipment and Accountable Property Class Codes

As of October 1, 1997, Non-Capitalized equipment is defined as equipment with an individual acquisition cost less than
$25,000. Prior to this date, the qualifying individual acquisition cost was equipment purchased for less than $5,000.

There are three (3) Non-Capitalized Accountable Property Class Codes:
2326  Non-capitalized Operating Leases

3144  Non-capitalized ADP and Telecommunications Equipment
3149  Non-capitalized Other Equipment
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CAPITALIZED vs. OPERATING LEASE
OBJECT CLASS CODES
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Capitalized vs. Operating Lease Object Class Codes

Only leased personal property that meets the Capital Lease Criteria will be coded with the object class of 3110.
If the leased personal property does not meet the Capital Lease Criteria, it must be classified as Operating Lease
property and assigned a non-capitalized object class of 2326.

Qualifying Criteria for Capitalized Leases

A capitalized property lease is defined as meeting one (or more) of the following criteria:

1. The amount of payment on the lease represents 90% of the fair market
value of the item (retail purchase price), or

2. The equipment has reached 75% of its Useful Life, or
3. There is an expected or contractual transfer of ownership, or

4. There is a bargain purchase option.

Basic Tests
Test 1 Do you plan to keep this equipment?
If YES, itis a Capital Lease

If NO, go to Test 2

Test 2 Will this equipment have value at the conclusion of the lease?
If YES, it is an Operational Lease

If NO, itis a Capital Lease

If unsure as to which object class code to assign, please call the O/S Property Division Office for assistance.
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ACCOUNTING CLASS
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Accounting Class

Preface: Used on forms CD-435, OF-347, CD-50, and in the Procurement, Property and Financial systems. The

accounting code is used to procure or lease the property item; or, if loaned, transferred or donated, to assign a default
code for the organization owning the item.

Accounting Class consists of 14 assigned characters. An example follows of how an accounting class is broken down
into fields for easy interpretation:

SAMPLE ACCOUNTING CLASS NO: 01/0157000/11/3144

To explain the significance and purpose of this number, it needs to be broken down into four essential fields as follows:

01

FIELD #1 - 2 digits
Numbers 1 & 2 of
Accounting Code

Represents
FISCAL YEAR

of Property
Purchase

0157000 11

FIELD #2 - 7 digits FIELD #2 - 4 digits

Numbers 3 - 7 in Numbers 8 - 11 in
Accounting Code Accounting Code
Represents Represents
PROJECT CENTER ORGANIZATION CODE
Purpose: Purpose:

Identifies Office/Division

Source for Purchase anc_i

Identifies Funding

Source for Purchase

As:

WCF - Working Capital Fund (0XXX)
FF - Franchise Fund (5724)
S&E - Salaries & Expenses
(6XXX)
GSA Bldg. Delegation - (5187)
A&R - Advances & Reimbursements
(7XXX)

3144

FIELD #4 —4 digits
Numbers 12-15in
Accounting Code

Represents

OBJECT
CODE

In the example above, within the O/S, the Office of Financial Policies & Assistance, under the Director of Financial
Management (0157000) purchased the equipment referenced above in FY 2001 (01) against their Working Capital Fund

(0157).
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POSSESSION CODES
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Possession Codes

Property Ownership Status

Agency Owned

Agency Leased Capitalized

Loaned, from another Federal Agency

Loaned, from other than a Federal Agency

Government property used by a Governmental Contractor

Government property used by a Grantee
Other

Agency Leased Operating
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CONDITION CODES
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Condition

Excellent
Usable
Repairable
Salvage

Scrap

Condition Codes
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